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OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY APPLICATION FOR RECORDS RETENTION SCHEDULE 

.-.-= RECORDS MANAGEMENT DIVISION -.-- 
e Publication No. 76RM-1 for instructions on completing this form. Farwclrd ugned original to 

Department of Archives and History, Records Management Division, 330 Capitol Avenue. Atlano, Georgia, 30334, 
Attention: Scheduling Section. --- 

K)R RECORDS MANAGEMENT USE 
ent of Education . . . .  ' Aoelicacion Number 

Troy Elder 

Division o f  Post-Secondary Vocational- 7 q - 2 5 - F ) .  --- 
Dan Completed 

Technical and Adult Programs 
Comprehensive Employment & Training Act U 
_Room333 _ _ _  -L-. 12 . Mitchell - _ _  - St., Atlanta,Ga.3033 JUL 1 4 1976 1 1976 

Working Title Triophone Number 
State Supervisor, CETA Programs 656-2547 ~ 

a. 
6. 
0 Estabiisn Retention Schedule; record will continue to accumulate. 
0 Dispose of present accumulation: no further accumulation antlcipakd. 

.~ ~.. . 
- 
I- 

721&.-- ~,-!eck One: Change; 0 Supercsde; d Void 
4. Dmr of S r i e s  6. Records Sriea Title (followed by title used in office; if different) 

Manpower Training Projects Files ~ ' __ ..~ 
1962 I 1972 

6. Dlvbiin a? OffimFunction -' ' ' What ir t h e  function of the Division aid the Office in which this record series is created? 

The Comprehensive Employment and Training Act Unit is responsible for supervising and 
regulating the operation of training programs in accordance with State and Federal 
regulations as prescribed- by the Comprehensive Employment and Training Act o f  1973 and 
the~'Manpower Development Training Act of 1962, as amended. 

. . .. - .~ . ~. ~: 
.. . - .  . ,  

- -  

1 - 
. .  .~ 

~ u 

- \ 
__.I____.__._ ~ .. .-.I, ---~~ 

7. RacordSerier Description This fi6 contains the following documents'hclude form numberrind titles, if~any): 
Attach samples of the file. 

, 

- 
- -  

Documents relating to:  . Contracts between the Department- and local school systems ~ ior 
MDTA training programs. 
MT-1 (Dept. of Labor Notification of Occupational Training Need 

with attachments). 
MT-2 (Application for Institutional Training under MDTA); 3117, Part B 
(Proposed Budget Sheet-with attachment); 3117-1, Part A (Narrative of 

:.: Occupational Training-with attachment); MDT-16 (Project Request for 
Reimbursement with Supplementary Sheet attached). 

. ~- _- ~- - 
included are: 

. ~ 

Numerically by project number. 
.~ . , . -. i 

Fit. . i s  ornnged: . ~ .  
i ~. 

. . __ I 

8. Monthly Referenca Rat. -, How often are records referred to which are: 
One to six months old .!!.&--: Seven to twelve months old A; Thirteen to twenty-four months old NA ! twentv-five qwnths and older 2- - 7  



i& or to_leerm research value? 
file make it necessary to keep the entire file for a long period, muld thew 

. 11. Retention Rquirementr The following requires the series to be kept: .. 

a. &te b w  ~ - ~ _ _ _ y e a r s .  6. Audit period years. 
Vears. b. Status of limitation ----.-year$. ~- ~ - ~ e. Administratiw_need~ 
years. , c. Fedaral law 

Attach copy or excert of laws or regulations. Explain administrative need. 

Federal Regulation appl icable t o  t r a i n i n g  programs under the Manpower Development 
TraiGing Act o f  1962, Section 160.16. 

~~ 

.., .- 
!L--years. a f t e r  a1 lf. Federal retention instructions 

funds have been reimbursed. 7? . .  ,.- ~ 

. 

: .  ~ r .  . . , .  . .  . .  .~ 

- ~ ~~~ 

, . ? . ~ .  - .. '~ ... - E~ .- Appcoved - .- Dlspodtion . . ~  . -  Instrualons ~. . .  . This agency r y e -  . . 
I- then. 0 Calendar Year; 0 Fiscal Yea'r; O t h i  see below 

0 Hold in the current files area -I - month(s) - 
0 Transfer to local holding area; hold ---.--year(s); then 
0 Transfer to State Records Center; hold -__  --yearb); then 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
a Other (spccitvl 

year(s); then 

. 

,Hold in t he  current  files 
obl igated funds have been 
Transfer t o  State Records 

cost  r e p o r t  i s  filed on p r o j e c t 4 f t e r  a l l  

- 
_._ ~ ~- ~ ~ . ~ ~~- ~ 

- ~. . 

then Destroy. 

- ~ .i ~~ ~~ ~~ ~. ~. 

' , . .  .. . 
. .  r = - . ~ * .  i - .  . ~~ ~ .~ 

- . .~ .. . .  
r ,  

I . . .  . * 
, .  

Then instructions apply to a l l  prior and future accumulations of the series. 
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ESTABLISH DISPOSITION STANDARD; 
R E C O R D  WILL CONTINUE TO ACCUMULATE. 

- ~~ . _ ~ _ _  1962 -_date I Manpower Tra in ing  Projec- , I - , ,,. 

'*What i s  the  function of t he  o f f i ce  i n  which t h i s  .record se r i e s  is created? 
, .  

. . ~~ 

The Manpower Training Division is res,ponsible for supervis ing and regulating the  
operat ion of t ra in ing  p r o g r a m s  in accordance  with State  and F e d e r a l  regulations 
as prescr ibed  by  t h e  Manpower Development Training Act of 1902, as amended. 

- .. 
~,i.. \ .  1. . . .  .~ .. 
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1. This f i le  contains the  following documents (include form numbers and t i t l e s ,  if any, 
~ ... .~ > <  , , . ,  .. 
, .  

2 I . ' .  

- .  and f i l e '  , .  arrangement). 'C 

Doc.?ments - .. relating t o  .contracts between the  depar tment  and local  school s y s t e m s  
_i . ' - . . -  ~ ' - -  I. , f o r  .~ ~~ MDTA: . . .  t ra ining programs-. .. . ~- . .  . 

. .  1 .  , 

Included are:  MT-1 (Dept. of Labor  Nptification of Occupat iona l~Tra in ing  Need-with 

- - MT-2 (Application for. Institutional Training under '  MDTA); 3117, Part B 
V A  

. i  
i . . .  . .~ ,- - . :  ~ at tachments)  . ' . . . -  ,-.'. . -  ,~ 

, .  ~ 

. - . . .  -. ., . , 

(Proposed Budget Sheet-with at tachment) ;  3117~1,'"Part'A '(Narcative of 
Occupational Training-With at tachment) ;  MDT-16 (P ro jec t  Request fo r  
Reimbursement  with Supplementary Sheet attached).  

r~ ~- ,. ~ 
: I 

The file is a r r anged  numerical1 b r o ' e  t number  ATKCH Lud~is OF THE PIU 
-. 



14.  Is there  a duplication of t h i s  s e r i e s  i n  another o f f i ce  o r  agency? 

15.  Is the information contained i n  t h i s  s e r i e s  ever summarized o r  published? 

[XI [ I  

M-  m 
16. Does the  se r i e s  contain c l a s s i f i ed  information requiring secur i ty  handling? [ 'I [XI 

Attach copy of summary o r  publication. 

- c . .  
17. Does the se r i e s  i n i t i a t e ,  amend or  terminate agency pol ic ies  and procedures? - [A [ ] 

, . T.. - .. CT,' .~ 

18. Could the function be performed i f  t h e  files-'were l g s t  o r  destroyed? [XI [ I  

19 .  Is the se r i e s  ( o r  major portion of it) regularly microfilmed? I f  yes ,  why? [ 1 [ A  

20. Does the record se r i e s  provide data as input t o  an EDP f i l e ?  [XI [ I 
21. Does the record se r i e s  contain documentation . . -  ~ produced * _  as EDP printout?  .r - [  1 r[xl 
22. Has the Federal Government issued instruct ions governing the  retention/dispo- . [x] [ ] 

- .  .. ~ . ~ ~~ -~ y ' r ?  , ,-r. . .  i . .  . .  
s i t i o n  of these f i l e s ?  

, .  . ~ . -  
~ . " > I  ~. 

23. W i l l  t here  be a need f o r  these records '10, .15 years from now? I f  yes; what? - ~ " "  7 ~ [XI 
- . ~ -  . . -  __ .~ ~ ~ .. - ~~ . ',- i: 

- 
7 * , I ~  ,I' 5 ; f  ;.4 

5  years : 24. REQUIREMENTS. The following requires the f i l e2  t o  be k e p t  - 
a.[]STATE b.[]STATVTE OF c.  [ ]AUDIT d .  [TF'EDERAL e.[]ADMINISTRATIVE f.[]HISTORTCkL 

LAW LIMITATION PERIOD LAW DECTS I O N  VALUE 
( C i t e  Law, S ta tu t e ,  or other redson f o r  ?,he r e t e n t i o n  requirement) 

F e d e r a l  Regulation applicable to t ra ining p rograms  under  the Manpower 
Development Training Act of 1962, Section 160.16. (See Attachment) 

I~ ._- 
2 5 .  AGENCY RECOMMEWDATIONS. .'his agency recomm&ds tha t  the f i l e  s e r i e s  be cut off a t  the  end-^ 

of each -[]CALENDAR YEAR -[DISC& Y E P  -[]OTHER ,then : 

k ]  Hold i n  the current f i l e s  area ' ' month(s)/ 1 year ( s  ) : [A Transfer t o  [XI State.Records Center [ 3 Locd  Holding Area; hold . . 4  ~ e a r ( s ) :  . :~  

k ]  Destroy, 'or the records may. be destroyed upon no t i f i ca t ion  of completionYof Federal 
-.- 

[ ] Transfer t o  S ta te  Archives for  Permanent r e t e n t i O n . ~ f i s c a l  Audit which ever is earlier. 
[ 3 Destroy immediately a f t e r  cut-off. 
[ ] Other: (Specify) . ~ .  
Records involved i n  any claim o r  expenditure which has been questioned by the Federal f i s ca  
audi t  s h a l l  be further'maintained u n t i l  necessary adjustments'have been made and the adjust  

c ' ,r'. .c , . - .  ~, . 

f ,' . - ~ I  ments, have~.been .. approved ( i  by ~ . t he  Commissioner. -~ . 
f; I' ~: ~ - ~ .r . ~- - 

~ , '  .~ . ' . r  . ~ .~ ~. - . . , . . . . 

( Indica te  b r i e f l y  ra t ionale  for  recornendations above/or wr i te  addi t ional  remarks) - .  : 
,, . . .  , _  r' ~~ 

, 
~~ . .  . . ' /  . ' I 
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ITEM 13 

These files originated in this office and are record files for 
the projects. 

ITEM 14 - 
Duplicate files are kept in the HEW Regional Office and local 
systems, and State Labor Department. 

ITEM 17 

As prescribed in changes of the Federal Regulations this series 
would initiate, amend or terminate agency policies and procedures. 

-- 

ITEM 18 

Information could be obtained from other agencies holding duplicate 
files. 

ITEM 20 

Reimbursement data is provided to EDP files for accounting purposes. 

See Explanation Item 24. 
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* ., . c_ - . . ~  

! !  
FEDERAL REGULATION APPLICABLE TO TRAINING PROGRAMS UNDER THE MANPOWER 
DEVELOPMENT TRAINING ACT OF 1962 

' 

)I . - 1 6 -  

" 
5160.16 Retention of f i s c a l  records.  

(a) Each S ta t e  agency and each t ra in ing  f a c i l i t y  with which 

.claims fo r  Federal funds or r e l a t i n g  to  the eccountabi l i ty  of a 
S ta t e  agency or  t ra in ing  f a c i l i t y  f o r  expenditure of 'such funds and 
r e l a t ing  t o  the expenditure of. i t s  share of the cos ts  of providing 
t r a in ing  under the Act; , .  

.. 
the Commissioner has a S t a t e  agreement 'or d i r e c t  arrangement s h a l l  
provide fo r  keeping accessible  and i n t a c t  a l l  records supporting ' '  

_ .  ~ 

~ . .  

. ~~ 

(1) For 5 years a f t e r  the  c lose of the f i s c a l  year i n  which. 
the. expenditure w?s m d e  by the S ta t e  agency or  any public or pr ivate  
t ra in ing  f a c i l i t y ;  or  

(2) .  Until. t h e  S t a t e  agency or  t ra in ing  f a c i l i t y  is  not i f ied  ,of 

$e records involved i n  any claim or  expenditure which has 

- 

.- .. . -  

the completion of the Federal f i s c a l  audi t ,  whichever is e a r l i e r ,  

been questioned by the Federal f i s c a l  audi t  s h a l l  be fur ther  maintained 
u n t i l  necessary adjustments 'have h e m  F d e  and t h e  adjustnonts 'have 

~~ 

C! 

(b) ~ -. . . - -. - .  ' . - - -  ~ . 
. 

. - .  . 
~~ 

been approved by the ' Coimiis s ioner . 
~~ ~ ~ .. ~ 

~~ 
~~ 

! 


